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APPLICATION FOR RECORDS RETENTION SCHEDULE |/ 0m e O T ST AR O S v
RECORDS MANAGEMENT DIVISION

- — i

: . 4 -
INSTRUCTIONS: See Publication No. 76- IM—1 for instructions on completing this form. Forward signed original to

. Department of Archives and History, Records Management Division, 330 Capitol Avenue Atlanta Georgia, 30334
Attention: Scheduling Section. :

g

FOR AGENCY USE _ 1. Agency Addrass L FOR RECORDS MANAGEMENT USE

pe 2 ————

Appiication Date Comptroller - General's Office . Application Number

State Fire Marshal's Office 75 - ‘3&) g

Mobile Home Division

Application Number ' . , . Date Received Date Completed
7 Martin Luther King, Jr. Drive, SW — .
e ..l Atlanta, Georaia 30334 | MAY 7 1o82 | MAY 28 1082
2. Person to Contact ] Working Title Telenndne Number
===Et—:-_i':‘e__g’aulsen Jltdmlm.strator.r Mobile Home Division 656-20“6:1“_ )

3. Action Reguested |
3. [ Estaonsh Retention Schedule; rﬂ‘cord will continue to accumulate.
b. O Dispose of present accumulatlon no further accumulation anticipated.
| ¢, B Amend Apphmtson No._.73-136  CHeck One: [§ Change; I Supercede; [ Void

4. Dates of Series 5. Records Series Title (followed by title used in office; if different)
Earliest Latest ' '

9/68 ’LTo Date Out of State Mobile Home Manufacturers Master Files

6. Division and Office Function =~ What is the function of the Division and the Office in which this record series is created?
To administer The Uniform Standards Code for Factory Manufactured Movable Homes Act. To
inspect and Superv1se the canstruction of mobile homes that are manufactured in and out of
state and are offéred for sale in Georgia. To license, inspect, and monitor the mobile
home dealers and manufacturers in the State of Georgia. To inspect and monitor out of state
manufacturers. Rev1ews all plans,lspec1flcatlons, and test data submitted by mobile home
manufacturers., Assists plant personnel in correcting production procedures that violate the
Fire Safety Laws. 1Issued Code Certification Decals to mobile home manufacturers. Monitors
mobile home complaints made by consumers against mobile home manufacturers and dealers.

i}

l8. MBBEEi; Reference Rate How often are records referred to which are:

7. I’\;ei_oord Sér_ies Desc;-iption Thls file contains the fol!owmg documents (mclude form numbers and titles, if any)
o Attach samples of the file,
Documents relating to: The administration of the Uniform Standards Code for Factory

Manufactured Moveable Homes Act.
Included are: Mobile Home Manufacturer's Inspection Repotts, decal invoice forms,

certifying representative forms, and correspondence relating to
decals, inspections, and complaints.

File is arranged: Alphabetically by State and thereunder by City.

One to six months old _TWice __: Seven to tweive months old _Iwice __; Thirteen to twenty-four months oid _Qnce .
- twenty-five months and older™> 7 = ST

b e - o

9. Annual Rate of Accumulation of Remrds T '
Letter-size drawers ..} Legal-size drawers ____l_,&__ Shelves . ; Qther (specify) : -

AR—50_71. Rav. 76 . _ (Over)




a

-? I 10 Questlojmalre __(Place an "X" in the PFOPEI' column) ? _ ,* 'f 7 - _ e-ﬁ—- | ___._j

| no

, . 1s this the official copy of the series? _ - ; ;
| X Mfnot.whereisit? _ o s R S

, X b, Does the series contain co?fudentlal mformatuon requiring security handhng? If yes, cite law or regulation.
[T LSO I R, — m it eam v, e on e St tm S s A e
T | x| c Isthisavitairecord? .~ ) - S ]
. | X | d. Does this series have hlstorucai or Iong term research value? _ N B

e. When one or two documents in the file make it necessary to keep the entire fule for a long penod could these
|+ X | __documents be scheduled separatelv? S P
‘L_ff J ,,,f. Is.the information contained in this series ever pubhshed? ¥ yes. attach copy. _. Hu_;ﬁ_# - — e
Is the mformatlon contained in this series ever analyzed and/or recorded in a summarized report? ' ‘
L1 X1 __Ltves. attachcopy. . . __ ___ e ]
. Is there a duplication of this series in your office, or in another offlce or agencv?
|1 X | Mf ves. where? o S . e
L __XJ ,J _Is this series. {ar amaior nortion of ltLeqularlv_mmmfnlmed? e e
L X | .. Does the record series resuit in a computer pnntoutl._._.:.._ S
11. Retention Recquirements The following requires the series to be kept:
_,g ‘

a. State Law — 9 __years. d. Audit period —_— .0 _yeasrs.

b. Statute of limitation e O years, - e. Administrative need 0 years

¢, Federal law — 30 .._.years, - f. Federal retention instructions 0 years,

Attach copy or excerpt of laws or regulatlons Explain administrative need. :
Federal Register, Mobile Homes Procedural and Enforcement Regulatlon, Subpart H,
paragraph 3282.362 (ii) (4), attached. The permanent record file shall be availabel .
during the life of the mobile home. The life of'a mob:_i.lerhome has been established at 30
years. e o : -

A A e e e i

I 12. Aonro\ved D:spos:tlon lnstrucnons Thls agency recommends that theiflle series be cut orf at the end of each:
ﬁ Calendar Year; EJ Fiscal vear; O Other ___ . e——then,

'3 Hold in the current filesarea __.__ _ month(s) — 1 . ..vyear(s); then
0O Transfer to local holding area, hold ——_ _ year(s); then -
Bl Transfer to State Records Center; hold —_22 _ _ _year(s); then
¥l Destroy. ,

O Transfer to State Archives for permanent retention.
O Other (Specify} f

These instructions apply to all prior and future accumulations of the series.

___ier:t;.; Hgdrlbem@ee (S:gnature} _‘_ ___Date [Reco}asﬁMa;an:ément Officer (Stgnature} . ]_

_F-Jé WW_ ; J:Zfdfi.__l_m._"_-

Recommendations in para-
graph 12 are approved. State  Auditor/Designee

{If disapproved, attach letter | o N N oy T B 1
of explanation.) | _Secretary of ¥ate/Designee l gd&W—QLM _ | ' 2_

Attorney General/Designee J VJ%/ = ?;f;! ' 5= < 4__ :
AR-50—71; Rev. 76 T T " (Re i 7 T T T o




PRl ?'Z— /L;’ ~I".:>“1, e ’ b ‘
.+ *  SIATE P OFFICE OF SECABFARY OF STATE
> OF A DP] ication for DEPANTHERT OF ARCHIVES & RIBTORY
GEORGIA RECORDS DISPOSITION STANDARD RECORDA MARAGEMENT DIVISTON

] , Aspilcetion Date : unsrnucnols- Ses saparate instructions for complation of

2-9—73 front and reverse of thisg’ form. Sign original and two copies
2 Agency Application Wo. N
.

FOR RECORDS MANAGEMENT DIVISION USE

and forward to Dapartmant of Arelu'ucc and Mistory, Attettion.

MR 6 ié7 ;igw/{gfg,MAR

[Recordas Management Officar.
i i
Perlen to Coatart

3 AGERCY, Divisirn, Subdivision & Administering Office Address
.

L e b T Y

Mobile Homes Branch Paula Mont

Date Recelived Applicl!lon Yo, Date Completed

State Fire Marshal's Office
Office of the Comptroller General

L Yorking Title b -’"1_,-5~

- Steno II 2065
7T.ACTION REQUESTED . '
ESTABLISH DISPOSITION STANDARD; DISPOSE OF PRESENT ACCUMULATION;

RECORD WILL CONTINUE T0O ACCUMULATE. NO FURTHER ACCUMULATION ANTICIPATED.

.Earliest & Latest 9.FExact Series Title
Dates of Series

. |9/68 -- 12/71 Out of State Mobile Home Manufacturers Master Files . .
: 10 What is the function of the office in whieh this record serles is created?

—

To administer The Uniform Standards Code for Factory Manufactured Movable
Homes Act. To 1nspect and supervise the construction of mobile homes that
are manufactured in and out of state and are offered for sale in Georgia.

the State of Georgia. To inspect and monitor out of state manufacturers.
Reviews all plans, specifications, and test data submitted by mobile home
manufacturers.: Assists plant personnel in correcting production procedures
that violate the Pire Safety Laws. 'Issues Code Certification Decals to
mobile home manufacturers., Monitors mobile home complaints made by consumers
> géalnst mobile home manufacturers and dealers.

4+, -7 o

e e g

To license, inspect, and monitor the mobile home dealers and manufacturers in

11.This file contains the following documents (include form numbers snd titles, if any,
and flle arrangement ).

Documents relating to the administration of the Uniform Standards Code for
: ' Factory Manufactured Moveable Homes Act.

-

Included are: Mobile Home Manufacturer s Inspection Reports; decal invoice
‘ Forms; certifying representative Forms; and correspondence relatlng
to decals, inspections, and complaints.

The files are arranged alphabetically by State and thereunder by City.

ATTACH SAMPLES OF THE FILE

[
e abd e Y o0

| TR -~ NS i SRS
12 . EQUIPHMERT ACCUPTIEDL No. of Drawers Cu. Ft. of Records f . Bo. of Dravers Cu. Fr. of Records
ARNUAL RATE OF ACCUMULATINN N . ’ -
Letter-size File Drawers N S . 1/2 l
PO i . ~ -
. ) In Office(s) In Storage Area{s)
Legal-aize File Drawveras l . 2 Pioor Space Occupled (Square Feet) 7 =
—= —.—
RE This tast PrecedingffAll Prior
Year's Year's Year's Years'
_ AVERACE DarlY REFERENCES '
' ‘ 172 1 {7 0 0
P N . . . : . S S S

Fors: AR-30-T1
el . e ) . N ) :

— . J
—

———
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X . s ‘ _ ‘ - PAGE 2
[ QUESTIONNAI RE Fisce an "a" in the proper column. e :. "YES." please explain i ¥ . = YES® NH
13. Is this the Recprd Copyfof the series? | ' 4 D4 [ ]
14. Is there a duplication of this éefies in another office or agency? . : [ j D¢
e :
15. Is the information contained in this series ever Su.mmarlzed or p!ubllshed‘? [ 1 B
Attach copy of summary or publication. ~
16. Does the seriés contaln classified information' requiring security handllng7 []1 DM
17. Does the series initiate, amend or terminate agency policies and procedures? | [T D4
18, Could the function be performed if the files weré lost or destroyed? B O[]
19. Is the series (or major portion of it) regularly microfilmed? If yes, why? [ 1 D
20. Does the record series brovide data as input to an EDP file? [ 1 BF
21. Does the record series contain documéntation produced as EDP printout? ' []1 X
22. Has the Federal Government issued instructions governing the retentlon/dlspo- L] [>d

sition of these files?

23 Wlll there be a need for these records 10 15 years from now? If yes, what? E [ 1 ol

2L, REQUIREMENTS The following requires the files to be kept 5 - :yearé;
.[]STATE b. [ ISTATUTE OF c.[JAUDIT  d.[)FEDERAL .Y ADMINISTRATIVE f.[]HISTORICAL
LAW "LIMITATION - PERIOD LAW DECISION VALUE
(Cite Law, Statute, or other reason for the retention requzrement) -

It is sometimes hecessary to check back on inspection réports in case of
questlonable fires in mobile homes due to construction, electrical, heatlng,

l.or gas_systems deficiencies. )
25. AGENCY RECOMMENDATIONS. This agency recommends that the file series be cut off &t the end

of each -0{{CALENDAR YEAR -[]FISCAL YEAR -[]OTHER : ,then:
<] Hold in the current files area ' month(s)/ 1l year(s):
[>] Transfer to [ ] State Records Center [ ] Local Holding Area; hold 4  year(s):
[)d Destroy. _ _ _
1+ @ Transfer to State Archives for permanent retention. N L T S
& [ k:Déstroy immediately after cut-off. " - - etTe L Ty
5 [ ] @ther. (Spec1fy) R R TR e
o , o A ‘ SRR v
S ‘ Lo - ETL
LD . ' A BT ¥ S SE =TT R e

"iffi'ndicatre briefly rationale for recommendations above/or write additional remarks):
Records i nt Officer (Signature) ;/’j“;}? 5| OTHER REQUIRED SIGNATURES DATE
26. Recommendations [Agency Head/Designee’ 7 g/ ﬁ WW //‘723

in paragraph 25 Approved E_J Disapproved (¢ _ L
are: ate” Auditor/Designee R B
, [ﬁ yrqved [ ] Disapproved _ N .
STATE RECORDS| RSe State/Designee 7 N
COMMITTEE pirovéd [ ]/D'Isapproved -
Attorney General/Designee
Approved Disapprove M/Z




